1. Accounting Records.

This series includes all standard STATE accountin
forms which provide supporting data for the special
and general accounting records.

Changes in records format will not necessarily
require revision of the retention schedule. -However,
should the scope or content of a records series be
altered, the schedule may be amended to reflect such
changes.

A. General Accounting Records

Certificate of Deposit and Bank Deposit Slips

Distribution of Charges

Monthly Report of State Funds Collected and
Deposited

Special Accounting Records

Reports of audits conducted by the Legislative
Auditors

Reports of audits conducted by persons or agencieg
other than the Legislative Auditors

Books of Final Entry - General Ledgers

Budget and Management Records

Budget Estimates

Budget Schedule Amendment

Materials and Supplies Physical Inventory
Report of Fixed Assets

Report of Materials and Supplies

Request for Position Action

Budget Papers and Work Sheets

Closing Statements
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Retain for five (5) yearF
or until all audit requirgf-
ements have been fulfill-
ed, then destroy.

Retain for ten (10) years
,then destroy.

Retain permanently.

Retain permanently.

Retain for three (3) year
br until all audit requird-
hents have been fulfilled
then destroy.
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Agency Division/Unit
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Item Description  Retention

D. Payroll Accounting Records ‘

Employee Time Records Cards Retain for three (3) years
Payroll and Check Register or until all audit requlrﬁ-

Payroll Exceptions Time Report ments have been fulfilled
Timesheets then destroy.

E. Purchasing Records

Retain for five (5) yearf
or until all audit requirg-
ents have been fulfilled
then destroy.

Purchase Orders '

Out-of-Schedule Requisition for Supplies

Notice of Award Contract

Copy of Contract Award A

Requisition for Supplies (also agency inter-office
requisitions)

F. Miscellaneous Accounting Records

Bank Books, Statements, and Deposit Receipts Retain for three (3) years
Cancelled Checks, Check copies and Check Stubs or until all audit requinp-
Delivery Orders and Receipts ments have been fulfilled

Receiving Reports then destroy.

Mileage Reports and Gas Withdrawal Tickets
Transmittals

Reconciliation and Trial Balance Sheets
Adjustments

Accounts Receivable

Certifications

Optional Retirement

G. Scholarship

Fiscal Award Disbursement Report Retain for three (3) yearng
LARP Doctors Inv. or until all audit re- r
Firemen Invoices quirements have been ful-
Reconciliations filled, then destroy.
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H. Accounts Receivable-Miscellaneous

Bond Repayments & Reconciliations
CCU Records
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{ INSTRUCTIGMS.-TYPE OR PRINT A

! SEPARATE FORM FOR EACH NEW OR
{ REVISED RECORD SERIES. FORWARD
| WI1TH RECORDS RETENTICN SCHEDULE

7273

CEFARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
WATERLOO ROAD

P.O0. BOX 2783

l AGENCY RECORDS INVENTORY
|
|

i (DGS 580-1) JESSUP, MARYLAND 20794 Pacz or
1. DEFARTMENT /AGENCY 2, DivisiOn 3. NIT
Maryland Higher Education Personnel, Accounting and Personnel
Geperal Services

Commission
" BEFINITION-RECCRD SERIES-

A GROUP OF RELATED RXCORDS NORMALLY FILXD
REFERENCE AS TELL AS RETENTION ANO DISPOS

AND USED AS A UNIT PFOR

1T1oN PumPQaEs

4. RECORD SERIES TITLE

Personnel Records

5. EARLIEST YEAR/LATEST YEAR
TO

© 6. RECORD SERIES DESCRIPTION (°"'®FLY DESCRIRK TME
N THE SERIES.

This seriesapplies to Personnel r

ecords. Includes all standard person

TYPES OF lNPOIHATION/DOCUHIN?','BI“' FOUND

INCLUDE TME PURPOSE GR rurc 1CN OF THE_SEFIES)
ne orms as well as

other personnel media which provide supporting data for both special and general personnel
records-such as: Application: Appointment Letter: Correspondence Relating to New
Appointment: Personnel Payroll Form: Personnel Position Action Request: Personnel
Recruitment Screening Report: Personnel Transaction Form: Retirement Forms and during
continued employment may contain; Change of Address Forms: Clearance File: Charges for
Removal: Position History: Promotions: Reclassifications:Resumes: Training: Commendations:
Efficiency Ratings: Health Insurance Benefits Forms: General Correspondence: Disciplinary

Actions: Leave Forms: Orientation Program.
Retirement:

In addition would be Letter of Resignation:
Transfer and Dismissal forms as the final documents.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES

XX LETTER SIZE C MICROF ILM

O LEGAL S1ZE O COMPUTER TAPE O NUMERICAL
O ounn pooK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

X ALPHAEETICAL

0 aronoLOGICAL,
O GEOGRAPHICAL
O OTHER(SPECIFY)

voLuax
O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
'“‘""f' O OTHER(SPECIFY)

SEQUENCE 9.

ANNUAL ACCLMARAT ION
O FILE DRAYER(S)
O MICROFILM REEL(S)
RUEEER O COMPUTER TAPE(S)

0 omerR(SPECIEY)

11. piLx 1S usED

R DALY C vEmqay O MONTHLY

12. INACTIVE AFTER

Q YEAR(S)

FILE BECOMES
O MONTHI(S
o {51

13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROCM)

Jeffrey —-4th Floor Rm 406

14. 1S RECORD SERIES DUPL{CATED ELSEWHERE?

tir ves, speciry soxncy on OPFicE)
Qvyes O No

.18. ACCESS RESTRICTIONS g vzs 8 No
{17 vyes, ci17Tx Law(s) & mEcGuULATION(S)

16. AUDIT REQUIREMENTS

O NoNE O STATE O rEDERAL O INDEPENDENT

IS AN INDEX SYSTEM USED? (1P yRs.gZ)PLAIN
BRIEFLY AND OESCRISE ANY MANDRARE/SOFTRARK )

17.

GQyes O NoO

18. RECOMMENDED RETENTION

Office: Retain for five (5) years after
termination of employment and
then destroy.

20.

19 A NAME AND TLE OF PREPARER

\}

TELEPHONE NUMEER

HID-974-397/

21.

oda%t]

- 0CS 3S0-4 (REVISED 2/87)



i INSTRUCTIGHS --TYPE OR PRINT A CEFARTMENT OF GENERAL SERVICES - \
| SEPARATE FORM FOR EACH NEW OR RECCRDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
! REVISED RECORD SERIES. FORWARD 7273 WATERLOO RQAD I
| WITH RECORDS RETENTION SCHEDULE P.0. Bax 273
i (DGS 380-1) JESSUP, MARYLAND 20794 I PAcz or
1. DEFARTMENT/AGENCY 2. DIVISICN ] 3. T
. Maryland Higher Education Personnel, Accounting and Personnel
' Cominission General Services

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT POR
AEFERENCE AS WELL AS RETENTION AND DISPOS|TION PURFOarw :

5. EARLIEST YEAR/LATEST YEAR

" DEFINITION-RECORD SERIES-

4. RECORD SERIES TITLE
Personnel Correspondence, Reports and Miscellaneous T

. 8. RECORD SERIES DESCRIPTION (P"!57LY DESCRIEK THE TYPES OF INFORMATION/OOCUMENTS/PORMS FOUND
‘IN THE SERIES. INCLUDE TME PURPOSE OR PUNCTION CF TMK SEFTES)
Department of Personnel Part-time Quarterly Reports: Department of Personnel Annual

Reports: Agency Personnel Budget Reports:

7. RECORD SERIES FORMAT(S) 8. RECCRD SERIES SEQUENCE 9. voLuME
O LETTER SIZE O MICROFILM O ALPHAEETICAL O FILE DRAWER(S)

- O MICROFILM REEL(S)
O LEGAL SIZE 0O COMFUTER TAPE O MaERICAL O COMPUTER TAPE(S)

NUMBER
C BounD BOOK O FLOPPY DISK C CHRONOLOGICAL ) O OTHER(SFECIFY)
O AUDIO TAPE O VIDED TAFE £ GEOCRAPMICAL
10T ! 10. ANNUAL ACCILBMRRATION

QO OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAVER(S)

O MICROFILM REEL(S)
RCLEZR O COMPUTER TAPE(S )

O oneprserciry)
1. gie 1S used 12. piLE BECOMES INACTIVE AFTER
B oalLY C wEmay O MONTHLY O MONTH(S) O YEAR(S)

RUREET

13. CURRENT LOCATICN(S) {ELDG.,FLOCR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

’ t1r ves, seeciry soxncy Oor OFreicx)

Cvyes O NoO

.13. ACCESS RESTRICTIONS CyEes O nwno 16. ALDIT REGUIREMENTS

(17 vy, ciTx taw(s) & mEcuLATION(S)
O NoNE O STATE O rEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1P vyRS.ZXPLAIN

18. RECOCMMENDED RETENTION
BRIEFLY ANXD CESCRIEBR ANY HANORARE/SOFTWARK }

. Office: Retain for 5 years, then destroy.
Ovyes O No

20. TELEPHONE NUMEER 21.

Y10-97-277 X,




